diana Department of Veterans Affairs _ 

Strategic Oversight Liaison 

(State Legislative Liaison) 


SALARY: $37,707 Annually 

WORK LOCATION: 302 West Washington St. E120, Indianapolis 

schedule/work hour details: m-f, 40 hours/week 
SHIFTWORK: No 


TRAVEL REQUIRED: 


Approx 10-20% 


BRIEF POSITION DESCRIPTION: 

Performs complex legislative and consultative work. Serves as a J a| son between 
the Indiana Department of Veterans Affairs and federal state a " d ^ V not "^ of 
agencies and legislative offices. Monitors legislation f 0 the 

legislative action concerning the Indiana Veterans and Mll,ta [y ' -moderate latitude 

Director of Veterans Affairs and works under general supervision, with moderate lautu 

for the use of initiative and independent judgment. 

ESSENTIAL JOB FUNCTIONS AND RESPONSIBILITIES: W&& 

. Participates in agency activities related to the legislative session; attends 
legislative hearings; and meets with legislators, legislative staff and other 

. Monitors legislative issues and the status of legislation affecting Indiana Veterans 
ill: and Military Forces by attending hearings, meeting and coordinating with 

Ipnislators legislative staff and other legislative liaisons. 

. Notifies appropriate staff of potential problems regarding legislation and develops 
written and verbal communications addressing the issues. 

. Represents the agency in interactions with legislative staff members, coordinates 
aaencv interaction and testimony before legislative committees. 

• Coordinates communication with legislative support and exec jjtlve agencies. 

. Coordinates responses to legislative inquires, and reviews and edits legislative 

• Monftorsstandfng and interim committee schedules and agendas and 
communicates relevant information to agency management. 

• Prepares report summaries of meetings and hearings. 

• Assists with preparing reports on newly enacted laws and pending state and 

» Assists with developing proper protocol and procedures for communicating with 
legislators and staff. 

> Identifies and develops legislative training needs. 








*' Monito^the^gency's^ivlsm'^co^n^nltl^es Ind IntlriS^veW^rces and 

• EvalujtelThe Impact of committee sports and ^^^ggfand^oHcy^or state 

• Assists in the development of legislative initiatives, budget and pou y 

and federal regular and special legislative sessions. fiscal notes. 

• Prepares bill analyses and summaries, and drafts legtsla ^ hearings and 

• Coordinates coverage of all relevant House and Senate committee n 

• Conducts°reviews to determine compliance with certification requirements, laws, 

^•**0 regulations, policies and procedures. » or ,i«i a nve nroaram. 

• Recommends activities to produce an effective legls^atl P°9j 

• Facilitates preparation of justifications for bS^Soped- 

• Evaluates research findings relative to SP^'^P 1 and monitor effective 

• Assists in providing consultative services to Pj^'ntplement 

communication with federal, state and loca| 9 Y studies and specialized 
- Assists in the preparation of administrative reports studies and spe 

research projects In response to legislative req • d | 0ca ) age ncles 

• Develop proper protocol for communication with federal, state an 

and officials. . 

• Develops policy and procedure manuals. 

• Performs related work as assigned. 

MINIMUM QUALIFICATIONS: 

EDUCATION: 

. Graduation from an accredited four-year coilege or university is required (See 
Substitution). 


EDUCATION PREFERRED|g:^ 

preferred. 


EXPERIENCE: 


one year expense .0*9 “ST' 

Indiana Governor/Lieutenant Govern ^ g committee is required. 

TOl'ylara'wo'SetpSa"* identifying and monitoring proposed leg.sladon and 
assessing potential legislat've'mpacUs^eqojre js requjred . 

S Microsoft Office applications to indude Word and PowetPomt are 

required. 


PERIENCE PREFERRED: 
















on a 


^ . I ^nnmnrlations process Is preferred. 

Experience in the state and federal^Cislatlve testimony, presentations or 
• Experience in writing and preparing legis 
speeches is preferred. 

SUBSTITUTION: 

lfnrlnn nroDOsed legislation and assessing 
• Additional years of experience monitoring p £ mb lY, US Congress or Indiana 
impact, working with the Indiana General m for education requirement 

Governor/Lleutenant Governor may t> 
year-per-year basis up to four years. 

Registration, certification or licensure: 

, . * T f not currently a Indiana resident, must obtain 

• Valid driver's license is required. *I f .not: curr _ lnd tana as a new resident, 

a Indiana Driver's License within 30 days* t , nq sta te or personal vehicles to 
A satisfactory driving record is required for operating 

conduct agency business. 

PHYSICAL / WORKING CONDITIONS Involving sitting, standing and 

Work is typically performed in a sedentary offl . travel to and from the Indiana State 
walking to perform job duties. This position req . jng legislative sessions. Work 

Capitol and the National Capitol to conduct bu te i e phone. This position may 
requires extensive use of a personal compute _ nr w Qr se t up equipment and materials 
periodically require the ability to lift, carry, m 

that weigh up to 25 pounds. ^ 18JJ1 

KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of: 


federal and state legislative processes; 

KSS« communication ,s legal and ***: 
military culture and structure. 


and 


Skill in: 


% 9 : : 


compiling ™™afuaUngand pre^entTng legislative information; 
preparing'policy analysis and conducting researc , 

^^S^ed&n«pondence. reports, presentations a 

operatiyig P a'personal computer using Microsoft applications to include Wo 
Excel. 


Ability to: 











analyze and interpret issues, 1 a ws a ntv'ithin' required timeline; 
prepare complex and concise reports within requ 

to work under pressure and meet short de 
communicate in a clear and concise man ' 

keep management informed of legislative ' environment’, 

work independently and in a cross functional tearr >envir 

establish and maintain effective working rela P r 

A/ork in a military environment. 





